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Create Mailing Labels Using Excel Data (Mail Merge)

This quick guide will show you how to create mailing labels from an Excel spreadsheet. To
print mailing labels, you’ll import Excel spreadsheet data into a Word document using the
Mail Merge function.

Prior to starting this process, you must have a saved Excel document with name and ad-
dress information in tabular form; review your document in determine which spreadsheet
contains your information.
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Select document type

‘What type of document are you
working on?

3. A Mail Merge panel opens to
the right of the Word document.

Letters
I'll select my document type by gE-maiI messages
clicking in the circle by the word O Envelopes
“Labels.” g%‘?r'?j:nry
From this point on, I'll be shifting Labels

Print address labels For & group

back and forth between the top }
and bottom of this panel. . - 'mamng. L




4. The bottom of the Mail Merge
panel now displays the first step
in the “wizard” process. | click

. Step 1 of B

Mexk - Skarting document

the Next: Starting document
link to begin the process.

5. The top of the panel now
asks whether | want to use the
existing document or change its
layout, to create a page of labels
— | click on the latter choice,

then click the Label options...—-\

link to access a list of label
sizes.

6. A Label Options dialog box
opens up. First | pick out the
label vendor to whose products |
have access — in this case the

Mext wizard step

© 5 [ Mail Merge *

mail merge templake that
can be customized ta suik
wolr needs,

Select starting document

Howw dio wou wank to sek up
vour mailing labels?

Ize the current document
{(#) Change document layout

(") Skart: from existing documenl

Change document layout

Skark from a ready-to-use

f_ﬁ Lal:uekfl%lgtinns...
Select label size

Label Options

Prinker information

() Continuous-feed printers

@ Page prinkers

Tray: |DeFauIt tray (Bdutomatically Select)  »

pioneering supplier Avery.
Then | sort through the product

numbers which display once I've
picked the vendor. | highlight

the one | want by clicking on it,
then select it by clicking on the
OK button.

7. The bottom of the Mail Merge
panel now indicates the next

step in the process, so | click on
the Next: Select recipients link.

Label informatign
Label gendor}ﬁ.very 1S Letker -

Product number:

Label information

A Tvpe: Mailing Labels
Height: 2"

— width: 4"

Page size: £.5"% 11"

Details. ., Mew Label.., Deleta

ok %_l [ Zancel
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8. The top of the panel again
gives me a choice of where to
draw the label address informa-
tion from. I'm going to use an
existing Excel file, so | click on
the first choice.

B 718 R Mail Merge v x

Select recipients

{#) Use an existing lisk
) Select From Qutlook contacts
) Type a new lisk

The panel then supplies me with
a Browse... link to find the file |
have in mind.

Use an existing list

= Use names and addresses from a
file or a database,

Browse, .

9. I find and select by address

& Edit reci

Select recipient list filg

Select Data Source

data file.

10. The Mail Merge Wizard im-
ports my Excel file into a “Mail
Merge Recipients” dialog box,
which allows me to select all or
just some of the file entries, and
to sort or filter them in a variety
of ways. I'm going to select the

entire list by checking this box, ===

and then clicking on OK.

Look in; | [ My Documents
" cunions;
i sharePoin, ..
@ My Recent Type: Microsaft Office Excel 97-2003 Worksheet
Docurments Authar: Pierce County Central Labor Counci
Date Modified: 4)27/2012 2:40 PM
(&} Desktap Size: 41.5 KE
el
Docurments

Mail Merge Recipients

This i the list: of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
OF remoye recipients from the
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checkboons bo add
[rata Sourca

merge, When your lisk is ready, chick OK.
N w | Local i
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w | Union Nams w | Stre &
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peurions. <k ¥ Ed Eixenberger, Busines,,. Bolermakers 502 Intd' Brotherhood of Boile... 451
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peurions. £k [  3ohn Meter, Executhve 5...  Buiding & Const. Trades ... Bulding and Const. Trad.., 304
peuriong. ik [ Doug verbich, Business ... Carpenters 470 Carpenkers B Joners of ... 1325
PEURaNS. [V Odie Carter, Business M,..  Carpet, Lino. & Tie 1238 Brotherhood of Painkers ... 595
PELRIONS., [+  Erian Ahem Chemical Workers 110 Irkernational Chemical W... cfol
peuriongfels [  Palti Dempsey, President  Communications Workers,,. Communications Whrs, 0., 212
pruriogh. sk [¥  Dick Goden, President Communications Workers... Communications 'Whrs. o... | 421

peungns. [v  Paul Glavin, Administrati,..  Communications Workers, .. Communications Workers, .. 2901
e e vl [T slacime Whithem Draidand | ke S Eeeless. ARSI -l
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11. The bottom of the Mail
Merge panel informs me of the
next step in the process, which
is to “Arrange your labels.” |
click on the indicated link to

y .

move to the next step.
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Mext: Arrange yjpur labels

Previous: Skark

Mext wizard step




12. The Mail Merge panel will [ty

& # |77/ Mail Merge

help me to transfer the material
in my Excel data file into a for-
mat proper for placement on my
page of labels (note the place-
keepers on the form at right).
Since I’'m making a simple label,
| don’t need the “Greeting
Line... or “Electronic Post-
age... " items, so | just click on
“‘Address block...”

/

i

* eNavl R
=

® oNavl R
=

Arrange your labels

If yvou have not already done so,
[y cut yaur label using the first
label on the sheet,

To add recipient information to

your label, click a lacation in the
first label, and then click one of
the items below.

?E&

A%ress block, .,
| Greting line. .

_j Ele

Insert formatted address

13. The Insert Address Block
dialog box shows a sample ad-
dress, based on the default ad-
dress elements specified
and my Excel data file, below.

Insert Address Block

Specify address elements

Insert recipient's name in t,

Josh

Jash Randall Jr.
Josh . Randall Jr,
Jashua

As you can see, the first line of
the sample address has the indi-
vidual’'s name duplicated.
So, I'll follow the advice below it,

ayvs include the col

0y
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=N
@
=
=5
@
o
o
c
—
Z
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Crly include the country

Urited States

‘evien

Here is a preview from your recipient lisk:

Kd [t ] BM

ITed Baoskovich, . Business Mar. Ted Boskovich, Jr, Business Mgl
SDESLLS WOTRET 5 Lot

Assoc, of Heat & Frost
595 Maonster Rd, S.W,, #210
Renton, Wa 98055

Zorrect Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements From wour

under Correct Problems, and [¥] Format: address according b el e W
click on the Match Fields box. L

’ [ o4 ] [ Cancel ]
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1 |Union Name ' |Street Address i I City |E‘Late | 7P Officer
2 Assoc. of Heat & Frost 595 Monster Rd. rRenton WA 98055  Ted Boskovich, Jr. Business Mgr.
3 Ty Thternatonal oo of NO00 S AVENUE Seane TV ToI00  Linan Galer, DUsess Mgioecty.
4 |Boilermakers 5025 Intl' Brotherhood of Boil 4517 62nd Avenue Puyallup WA 98371  Ed Eixenberger, Business Manager
5 |Bricklayers Loca Bricklayers & Allied Cra w, 330 Fairview Avenu Seattle WA 98109  David Sheppard, President
6 |Building & Cons: Building and Const. Tra 3049 South 36th, Tacoma WA 98409  John Meier, Executive Secretary
T |Carpenters 470 Carpenters & Joiners of 1322 South Fawce Tacoma WA 98402  Doug Yerbich, Business Agent
8 Carpet, Lino. & Ti Brotherhood of Painters «5 595 Monster Rd. S Renton WA 98055  Odie Carter, Business Manager
9 |Chemical Worke International Chemical c/o Brian Ahemne N Gig Harbor WA 98335  Brian Ahemn
10 |Communications Communications Wkrs. 2122 3rd Avenue Seattle WA 98121-2306 Patti Dempsey, President
11 |Communications Communications Whrs. 421 Fawcett Avenu Tacoma WA 98402  Dick Godwin, President
12 |Communications Communications Worker, 2900 Eastlake Ave. Seattle WA 98102  Paul Glavin, Administrative Officer
13 |County & City ERTE: AFSCME P.0. Box 110580 Tacoma WA 98411-0580 Wayne Withrow, President =
14 |District 1199 NW - Senice Employees Inte ~ 221 1st Avenue W3 Seattle WA 98119 Diane Sosne, President
15 |Electrical Worker . Intl' Brotherhood of Electr 3049 South 36th, St Tacoma WA 98409  Mike Grunwald, Business Manager
16 |Electrical Waorker: Intl. Brotherhood of Ele P.0. Box 12129 Seattle WA 98102-2129 David Timothy, Business Manager
17 |Electrical Waorke Intl Brotherhood of Elec 2811 South Mullen Tacoma WA 98409  Rick Hite. Bus. Mgr/Fin. Secty.
40 1 H ks o] as Liml” 1 Lami ' 220 KI_My HE P Lw ] + ANTA OoACs 1 sl =] i ¥




14.The Match Fields box
allows me to control how the ad-
dresses on my labels are com-
posed, by specifying which col-
umn in my Excel spreadsheet
will be used for each element of
the address label.

To begin with, my “Officer” col-
umn in Excel contains both first
and last names, as well as the
titles each individual holds in his
or her union. Therefore, | select
“(not matched)” from the drop
down menus for the last two
items...which gets rid of the du-
plicates on the previous page!

And since | want to include both
the union local number and the
full name of the union, | match
the former up with “Company”
at right, and the latter with the
“Address 1” line (I can do this
because my file has any building

or room numbers following the street number, in one item on the spreadsheet).

15. Now that I've gone through this field-matching exercise, | click on OK to confirm it.

16: That takes me back to the
Insert Address box again,

Match Fields

In order to use special features, Mail Merge needs ko know

which fields in wour recipient list match ko the required Fields.
IUse the drop-down lisk to select the appropriate recipient list
Field For each address field component

Merge expects (listed on the left.)

Required for Address Block ﬂ
First Marne | CFficer v | 1
Last Mame fnok matched)

SufFFix |{not matched) |
Company <€ > Local # w|
Address | — Lnicn Marme v
Address 2 |Street Address  w |
Ciby | City v |
State | State v|
Postal Code |ZIP v |
Counkry or Region [{naot matched) )

Optional information

Unique Identifier |inot matched) | %

IUse the drop-down lisks ko choose the Field From wour
database that corresponds ko the address information Mail

this computer

Remember this maktching for this set of data sources on

|

Cancel

Specify 5.J' Eview

where | can use these arrows
to review a few more of the com-
piled addresses, just to make

sure that they’re coming out cor-
rect now.

Bakery & Confect, Whrs, 9

Bakery & Confect, Wwhkrs, Inkl. Union of America
5950 Sixth Avenue 5., #201

Seattle, Wwa 93108

Inse Here is a preview from your recipient lisk
o b ]
%g Lillian Gainer, Business Mgr/Secky.
"
Jo
Insett
Ins!

Once I'm satisfied, | click on the
OK button to confirm, and move
back to...

“orrect Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your
rnailing list.

|:| Fori

-~

Match Fields. ..

i

[ OK [~ l [ Cancel ]




17. ...the Mail Merge panel
again, where | can now confirm
the label layout scheme | arrived
at, and spread it to all the labels
covered by all the address infor-
mation in my Excel data file, by

clicking here

TN

Mail Merge

Arrange your labels

j;.-'w.ave nok alreadﬁ dn:;rw.

u IDII"IIII'-\.

haly e

Replicate labels

You can copyy the layouk of the
Firsk label o the other labels an
the page by clicking the butkon
below,

[ Update all labels ]

18. The bottom of the Mail \
Merge panel now invites me to l
Preview your labels, so I'll click . | 2tePd of 6
on that. W Mext: Preview vour labels
¥ A Previous: Sel i
B L = I R T S - T B ""?"'l"'ﬁf_\,'MailMergE v

||E|||

Liman Gainer, Businass Mgr/Sacty.
Sakary & Comecl Wirs. 9

Bakary & Comacl Wiors. Il Urian of Amai
5350 Sban Awenuz 5., 2201

Saatbz, WA 25103

o3

Ed Smenbargar, Susiness Managsr
Solsrmanars 502

Intr Brotarnood of Bollermanars, S
£517 §2nd Awenue E.

Puyalug, VWA 38371

Preview your labels

Some of the merged labels are
previewed here, To preview
another label, click one of the

Recipient: 2

% Find a recipient. ..

Following:
*(
X

Cawid Bnapoard, Presidan Jann Maksr, Exacuiive 5&:'&13"3'
i Srickayars Local 51 Sulkding & Cansl. Trades Cound Make changes
N 3"-:(3:.'&"63:& =d Crafisman Buld g and Const Trades Depl I'I'Il:lLl can alsl:l Ehange ':."l:ll.lr
- 330 Fairdew Avanus Norl 3049 SOoUM 350, S206 recipient list:
. Sagtha, WA 35109 Tacoma, WA 35509
- @ Edit recipient list. ..
ér Wehen wou have finished
- Daoug Yartich, Businass Agam Ova Carler, Business Managar presdewing your labels, click Mext,
- Carpamars 470 Carpst, Una. & T2 1235 Then waou can print the merged
: Carpemiars & Jainars of Amarica Srotherhood of Paimars & AMed Trades labels or edit individual labels ko
" 1322 Souin Fawostt 595 Maonster Rd. S, 5206 add personal comments,
Z Tacoma, WA 38802 Famon, VA 5055
19. Here’s that preview, starting with the second line item on my spreadsheet (that’s the

one | was looking at last — see 16. above). | can scroll through my labels by clicking here=
or edit / delete one by clicking on Edit Recipient list...

20. When I'm satisfied with my preview, I'll go back to the bottom of the panel, and click
on step 5, Next: Complete the merge.




21. “Complete the merge”
opens the dialog box at right,
giving me the opportunity to print
a single label — like the one I've
highlighted — one or several
pages of them; or, as checked
here, labels from all the line en-
tries in my Excel data file, when

Merge to Printer

Rick Hite, Bus. Mgr/Fin. Secty.
Electrical Workers 483

Prirk records

@l
Intl* Brotherhood of Electrical Wkrs.| O current record
2811 South Mullen O from: | | 1ot | |
Tacoma, WA 98409 ﬁ OF I}J [ Cancel ]
T

/

| check the OK button.

22. That action opens a regular
Print dialog box. I'll click on the
Properties button

Printer

to open a dialog box for my

printer's Advanced Document
Properties,
so | can specify the Paper

s b e 56O S0 RO }| Properties M|

Status:  Toner Low Find Printer ...
Type: RICOH &ficio MP C4000 PS

where:  Lacey 670 Woodland S LP 2nd Floor [ print to file
Comment:  Ricoh Aficia MP C4000 [ Marual duples

&% ESD1PRLO0031 on esd1psoly03 Advanced Document Properties

of Labels.

are on the way!

Paper/HQuality | Finishing | Color || Effects | Job/Log | Advanced |
Source (here I’'m using the by- Paper (ptions
pass tray), and the media type reeer ek
F— etter v|
— Paper Source(S):
—_— Bypazs Tray v|
e Media Type(M]:
Then I'll back out by clicking on -
OK here, and then in the Print
. . L
dialog box itself, and my labels =
Orientation0] Frint Quality
| Portrait v| Resolutions(R):
| 500 dpi v|
[ Ratate by 180 degrees(D) T S v
oner Saving
Off v|
Copies[C]:
Colate(L]

l 0K - ] [ Cancel ]




